GEORGIA DEPARTMENT OF HUM RES
APPLICATION FOR RECORDS RETENTION SCHEDULE e r TR AT SevicEs
- RECORDS MAKAGEMENT UNIT

For instructions on completing this forni contact DHR Hecords Manag”emant: Unit, 47 Trinity Avenué, Atlanta, Georgia

30334, Phone - (404) 656-4976 - GIST: 221-4983 ‘ b4
DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES . ARGHIVES AND HISTORY
Application Date . Division of Rehabilitation 'Services Application Number
Administrative Services Section 83 L,
;/?zﬁﬁgme Data Processing/Information Management | Ty 5 CO e
Application Number 47 Trinity Ave. S.W, ate Recer . aff' mp ’
83-1 Atlanta, Ga. 30334 _ . TAN 121994 [FEB 9 1983
2. Person 1o Contact Working Title Telephons Number
Carolyn , Jarrell . __Data cOntrol | Coordinater 656-262Q_u*;”__

= - Y. O e e IR oS . . . .c\_l' J{\

3. Action Requested
a. K Eswuablish Retention Schedule; record will continue to accumulate.
b. O Disposa of prasent accumulstion; no further acwmulatnon anticipated.

c. OOAmend Application No, __ Check One: I Changs: (3 Superceds; [0 Void
4. Dates of Serios 5. Racords Series Title followsd by titls used in office, if differsnt)
Esrliest ' Latast . : . . -
FY 1979 |continuing| Rehabilitation Services Client Information Management Report Pile
6. ﬁwlsi(m’ané Offico Furittion™ ~ 7 % I ‘What is the function of the Division and the Office in which thls record series is created? Tt e b ER A

The Division of Rehabilitation Services is responsible for providing thoae qerviceshln
necessary to increase the physical, mental, social and vocational capacities of handi-
capped individuals so their roles as contributing members of our society will be enhanced.
The Administrative Services Section has the responsibility for Division financial manage-
ment and administration, data processing and information management, program planning
and development, information and advocacy, and personnel services.

The Data Processing/Information Management Unit is responsible for management of data on
client information, telecommunications, electronic data processing activities, and
program evaluation functions. .

b4
i

7. Records Series Description Thu file contains the followlng documentl finclude form numbers and titles, if my} Artach samples of the file.
gitnl #ustyRy - (reiqa) sonoyeliafl a3iR0) 3 2i07 tnnmsganel nl - Iegisian)
ommﬁaﬁ;&ﬁm%to Wnnndgiﬁk‘blienf'iérvice “nformation and‘providing cdmputer'repofts for, D

Rehabilitation Services o
[ra2:Y rdaes-Se brs adls 38 A01% S50 10 TB22t7 dass o Bre s/t 4s of:l 3% 300

Tnéfoifed are™ compﬁdéf reporte- ‘Weekly Case Services Expenditure -Repart; Monthly Case Service
OV ITOR Summary Report; Progrén ‘Coordinator Summary; Client Status Report; 90 Day- Auth-

or{zation “and ‘Invoice (A & T) Aging Report; Vendor List (microfiche); Caages for
RSA-30; Federal Follow Up; Year To Date Closed Cases For Current Filcal Year;
R-100 Monthly Report Of Referral, Plans.and Status 26 Closures; Unit Supervisor
Summary Status Report; Summary of Referral, Plans, Closures, and Expenditures;
Case Closure Report on SSA Disability Insurance and SSI; Summary Of Case Service
Reports For Clients Rehabilitated Status 26; couacéllor List; and related reports

__',__.g

File isarranged: Alphabetically by report name; thereunder chronologically by date

8. Monthly Rcferance Rate How often are records referved to wnich are:
One to six months old 12 :  Seven to twalve months uid 8 ;  Thirten to twenty-four months old 4 H
twenty fwe rnonths and older T.__Z__ ? . -~

8. Annual Hate of Accumulution er Records

Latter-tize drewers ——— . Legalgize drewers — %___; Shalves —_______ ; Othar (&m:_ffw — S cuhic_feet

.
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vESs | NO | 10. Questionnaire (Plece an X" in the proper column)
a. is this the official copy of the serlas?
X i not, where is It?
b. Doet the ssries contain confidential Information requiring security hendiing? If yes, cite law or regulation,
X DHR COnﬂdentiaIity Policy XI A.2(a) Client Information CFR 208.50
X c. ls this a vital record?
X d. Does this serias have historical of long term rnoarch value? :
. When one or two docurnents in the file rnake it necessary to ktap the entire fils for e Iong period, cou'd thase documents
be schaduled separately? ’
X t is the informafion cdfitainad in this series ever published? If yes, sttach copy. o
. s the information contained in this lenas ewer anatyzed and!or rocordod ina summarized report? b
X if yes, attach eopv
h. Is there a dupli ication of this series in your ofﬁce. or In another office or agency? -
¥ if yes, where?
, I, Is this series for a major portion.of jt) regulerly microfilmed?
X | | . Doesthe record series result in e computer printout? File Series consists entirely of printouts

11. Retantion Requirements The following requires the series to be kept:

a. State Law years. d. Audit period —_———Years,
b. Statute of limitation — . yesn. s. Administrative neod el _years.
c. Federal law yesrs, f.  Federg! retention instructions years,
Amcﬁcoiwouxcermofmomnuhﬁoo&Exph?nadmiﬂiﬁ"ﬁ“mﬂh 2a2ivas? neiralrlidnd=~0 anpniieca ST 4

Adminigtratively, these files are necessary to document client services data management
dnd’ ver'ification. o , .

R T B Ty S I Y P ar-": SRS S
g e \ . y , - Gty e . o o
12 Approviad Bisposmon Instructlons ‘This agency fecommands thlt the file series be cut off et the end of esch:
. DCalendar Yur !XFlml Yoar: DOther o) . then,
STy . v -

"] Hold in the'current files arsa’ * L monthis) - - year{s); then Ly

O Transfer to local holding area; hold’ yearls);then ¥ - . - v * . s '

O Transter to State Records Center; hold year(s); then . R St T -

O Destroy
O Transfer to State Archives for parmanent retention.
X Other {Specify)

(Original Copy) - Info. Hahngement Unit
Compufer Printouts and or Microfiche .

Cut off file at the end of each fiscal

trdnsfer to State Records Center; hold
3 yedrs: then destroy. )

et T vy by o

!
- .
pnony I

A hadtn e hog -jatr - Ilfeanf=n of

yéar: told in Current files area 1 year{ a->>

TesY [m90i% Insiia w07 fo I
yagtvasan? 1 n'l ceestur oI ¢S a2usain has
cactindihrmnyT bas aevpenIn s ennle

¢ Thesa inftructions agply tgglt prior end future sccumulstions of the !erigl_.!

(office Reference Copies) - Various Units
nn iR T Computer, Pr:lnto_pts and. or Microfiche
arrivya? notistilt de e
Cut off file at the end of each fiscal
.o’year hold -in current files area 1 year
a7 wosrcof -until ono-longer needed for active
------ ~i/referenge; -then [destroy. -

o
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